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Technology Plan Guide

This guide is designed to help you gather and compile information to support the devel-
opment of a short-term and a long-term technology plan. The following areas should be 
discussed and shared with any stakeholders. The compiled information should include:

I.	 Goals/visions
A. Using the needs assessment survey or similar instrument, collect information 

focusing on the professional development needs and/or the infrastructure 
needs of:

 1. Faculty/staff status
a. Beginning level
b. Intermediate level
c. Advanced/support level

 2. Infrastructure status—software, hardware
 3. Training needs based on status and project expectations (goals)
 4. Infrastructure needs based on project expectations (goals)

B. Define a collaborative goal/vision for your technology plan. Develop a clear 
focus and be sure of the following:

 1. Be specific and clear when writing your goals.
 2. Be realistic and divide your goals into short-term and long-term in order to 

accomplish them in a realistic time frame.
 3. Make your goals measurable so progress and success can be determined.
 4. Consider roadblocks such as policies, funds, etc. to make sure goals are 

attainable.
II.	 Actions

A. List all activities, and categorize them based on professional development, 
purchases, or installation. (Be specific based on your goals.)

B. Reorganize activities sequentially in each category. Some may overlap and be 
ongoing. Identify these as such.

C. Determine if actions can be divided into short-term or long-term actions. Some 
actions may reoccur in a long-term plan.

D. These actions may be revisited at any time. It is better to include all activities 
and adjust them as the plan is redefined.

III.	 Resources
A. Determine all resources that are available or needed. Consider human 

resources (support) as well as materials.
B. When considering costs, indicate possible and realistic sources for funds.
C. When considering human resources, indicate roles and responsibilities
D. Review actions and make sure all actions have resources aligned to them.
E. Consider incentives for professional development as resources needed. These 

do not necessarily need to be monetary in nature, but they may need approval 
or human resource support.
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IV.	 Evaluation
A. Define how the success of the goals will be measured and what method will be 

used to determine the level of success.
B. Indicate a timeline for evaluation, and set realistic dates. Identify the purpose 

and what information may be determined for each evaluation.
C. Consider a midproject evaluation to provide insight as to whether goals need 

to be adjusted, additional resources need to be provided, human resources 
need to be realigned, etc.

D. Depending on the goal of your project, consider evaluation from students as 
well as from faculty and staff. This can often provide additional perspectives 
and resources not previously considered.
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